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Electronic Case Files System

User’s Manual

Getting Started

Introduction

Beginning April 2, 2001, the U.S. District Court for the Northern District of California
began to designate some civil casesfor electronic filing. Asof April 2003, al civil cases
filed before the court will be designated for e-filing at opening with the exception of cases
in which there isapro se litigant.

All documents in cases designated for e-filing shall be electronically filed with the court,
with the exception of:

1.

Complaints (or other initiating documents such as a Notice of Removal),
except that within ten days of the conventional filing of acomplaintin a
case subject to e-filing, an electronic copy in PDF format shall be e-mailed
to an email box specific to the chambers of the judge presiding in the case.
These email boxes are always named with the judge’ sinitials, followed by
“ pdf @cand.uscourts.gov”; for example, the address to which a PDF
document should be mailed for cases presided over by Judge Walker would
be “VRWpdf @cand.uscourts.gov”. A complete list of email addresses may
be found at the e-filing web site. to which may be found on the ECF home
page. Please note that the complaint should not be e-filed, as this will result
in a second complaint entry on the docket and possibly lead to confusion.

Transcripts;

Document(s) to be filed under seal. However, amotion to file documents
under seal shall befiled electronically. The order of the Court authorizing
the filing of such document(s) under seal shall be filed electronically by the
presiding judge and shall indicate that the motion to file documents under
seal has been "so ordered". A paper copy of the order shall be attached to
the document(s) under seal and be delivered to the Office of the Clerk; and

Notices of Appeal.

In addition, General Order 45 VII(A) provides that, "Parties otherwise
participating in ECF may be excused from filing a particular component
electronically if it isnot available in electronic format and it is not feasible
for the filer to convert it to electronic format by scanning it. Such
component shall not be filed electronically, but instead shall be manually
filed with the clerk of court and served upon the parties in accordance with
the applicable Federal Rules of Civil Procedure and the Local Rules for
filing and service of non-electronic documents. Parties manualy filing a
component shall file electronically a Notice of Manual Filing setting forth

-3-



the reason(s) why the component cannot be filed electronicaly.”

Pleadings or other documents which are filed on paper rather than electronically shall be
served in the manner provided for in, and on those parties entitled to notice in accordance
with, the Federal Rules of Civil Procedure and the Local Rules of the Northern District of
Cdlifornia except as otherwise provided by order of the Court.

This manual providesinstructions on how to usethe Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for al
cases assigned to this system. It assumes a working knowledge of Netscape and Adobe
Acrobat. For questions regarding Netscape or Adobe Acrobat, please refer to their
instruction manuals.

Help Desk
Telephone the Court’ s Help Desk at 1.866.638.7829 between the hours of 9:00

A.M. and 4:00 P. M., Monday through Friday, if you need assistance. Y ou may
also email the Help Desk at ECFHEL PDESK @cand.uscourts.gov.

Capabilities of System

The electronic filing system allows registered participants with Internet accounts
and software to create PDF documents to perform the following functions:

Access the Court’ s web page

Download the most recent version of the User’'s Manual

Train using atutorial that mimics the process of e-filing

Train personnel on atraining system comparable to the official “live”

system
. Electronically file pleadings and documentsin actual (“live”) cases
. View official docket sheets and documents associated with cases
. View various reports (e.g., Cases Filed Report, Calendar (for casesfiled

electronically) )

Requirements
Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

. apersona computer running a standard platform such as Windows or
Macintosh



Note:

Internet access

Netscape Navigator software version 4.08, or Netscape Communicator in
version 4.7x, or Internet Explorer version 5.5. Both Netscape 6 and |IE 6
have been reported to have occasiona problems with the e-filing system;
Netscape version 7 appears to work reasonably well;

Adobe Acrobat, or similar, software to convert documents from aword
processor format to portable document format (PDF); on the court’s e-filing
site at ecf.cand.uscourts.gov you can find alinks to al the companies we' ve
found who make software for creating PDF documents;

a scanner to convert to PDF format documents that are not in your word
processing system, but which you have only on paper, typically exhibits;

A PACER account is required to retrieve information from the ECF system.
Y ou can obtain a PACER account by calling (800) 676-6856

or by visiting the PACER registration page at
http://pacer.psc.uscourts.gov/register.htmi ;

For additional information and known problems, refer to the FAQ
(“Frequently Asked Questions’) postings at ecf.cand.uscourts.gov




How to Register for Access

Participants who have never used the system must either obtain a
registration form from the ECF Web site at ecf.cand.uscourts.gov . The
registrant should complete the form, email the completed form to
ECFREG@cand.uscourts.gov and sign a printed copy of the form.

The signed hard copy of the registration form must be returned to the
District Court Clerk’s Office, 450 Golden Gate Ave. San Francisco, CA
94102 — Attn: E-Filing Registration, for processing. Only after a user
account has been established based on the registration formis the
participant issued alog in and password that will provide accessto the
system.

A tutorial, and atraining version of the system is provided on the Internet at
ecf.cand.uscourts.gov for practice purposes. It is strongly recommended that
participants take advantage of filing documentsin the training database
before filing a document in the “live” data base.

Preparation

Setting Up the Acrobat PDF Reader

In order to view documents filed on the system, users must set up Acrobat PDF
reader. All pleadings are in PDF format. When installing this product, please
review and follow Adobe’ s directions to utilize an Acrobat PDF reader after
installation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court using
the court’ s Electronic Filing System. Be sure to view the PDF formatted document
before sending it to ensure that it appearsin its entirety and in the proper format .

How to View a PDF File

Start the Adobe Acrobat program.

. Go to the File menu and choose Open.
. Click on the location and file name of the document to be viewed.
. If the designated location is correct, and the fileisin PDF format,

Acrobat loads the file and displaysit on the screen.

. If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.



. Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Conversion of any word processing document to PDF Format is required
before submission to the court’ s e ectronic filing system. Y ou may use any
software you choose to create PDF documents; the Court does not endorse
or recommend any specific company. A page providing links to a number of
companies who make software for creating PDF documents can be found on
the e-filing web site at ecf.cand.uscourts.gov.

The conversion processis generally ssmple and can in most cases be
accomplished from within the word processing program you are using.
Many, athough not al, of the programs that create PDF documents install as
a pseudo-printer, and can be selected as a print destination from within your
word processor.

For WordPerfect:

Verson6.1,7,8
. Open the document to be converted.
. Select the Print option and in the dialog box select the option to

change the selected printer. A drop down menu with alist of printer
choicesisdisplayed.

. Select the PDF printer option, e.g., Acrobat PDFWriter.

. “Print” thefile. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

. Namethefile, giving it the extension .PDF .

. Accept the option and the file is converted to a PDF document.

Verson9,100r 11

. Use above method or:

. Open the document.

. Click on the File menu and select, Publish to PDF.

. Savethefile asa PDF file, giving it a .PDF extension.

. Thefileisnow in PDF format under the newly designated name, and
the origina document remainsin its original form under the origina
name.



Basics

For Microsoft Word 95 or later:

Open the document.
Click on the File menu and sdlect Print.

Choose the appropriate PDF “printer” option, and save thefile
asa PDF file, giving it a .PDF extension.

Thefileisnow in PDF format under the newly designated name, and
the origina document remainsin its original form under the origina
name.

Any other word processing program:

Open the document to be converted.

Select the Print option and in the dialog box select the option to
change the selected printer. A drop down menu with alist of printer
choicesisdisplayed.

Select the PDF “printer” option, which will depend on the software
you have installed..

“Print” thefile. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

Namethefile, giving it the extension .PDF .

Accept the option and the file is converted to a PDF document.

User Interactions

There are three genera types of user interactions allowed by the system:

. Entering data
. Using command buttons to tell the system what to do next

. Clicking on hyperlinks

Command buttons and hyperlinks are used to instruct the system what to do next.

Conventions used in this Manual:



. Data to be entered by the user is shown enclosed in angle brackets: <datato

be entered>.

. Command buttons are represented in this manual in [bracketed boldface
typel.

. Hyperlinks are represented in under lined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may be the result of posting the
wrong PDF file to adocket entry, or selecting the wrong document type
from the menu, or smply entering the wrong case number and not catching
the error before the transaction is completed.

To notify the court of such an error, telephone:
Toll FreeHelp Desk 1.866.638.7829

as soon as possible after an error isdiscovered. Be sure to have the case
number and document number for which the correction is being requested.
The system will not permit you to make changes to the document(s) or
docket entry filed in error once the transaction has been accepted. Please
note that the Help Desk staff cannot remove a document from the file; to do
so requires the order of ajudge. The Help Desk may be able to offer you
some assistance short of removing the incorrect document, however, so you
should begin by calling if you have made an erroneous filing.

Viewing Transaction Log

This feature, selected from the Reports Menu, alows you to review all
transactions processed with your log in and password. If you believe or
suspect someone is using your log in and password without permission,
change your password immediately, then telephone the Court’s Help Desk
at 1.866.638.7829 or email ECE-CAND @cand.uscourts.gov as soon as
possible.

User’'s Manual

The most recent version of the User’s Manual for the system is dways
available at ecf.cand.uscourts.gov in PDF format. For the most recent info,
check the FAQ postings on that page. Also check the “What's New” link
periodically: it’s there that we announce scheduled service outages,
changesto policies (e.g., arevision to General Order 45), etc.




A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing,
filing amotion or application, and displaying a docket sheet. We suggest that you go

through the steps, first in the tutorial, and then in the training data base before trying to
actually file adocument.

How to Access the System
Users can get into the system via the Internet by going to:

ecf.cand.uscourts.gov
Note: www is not required in this address

UﬂlEEd States Districl Lnurll Electronic

=S¥ e Cace

HIJIH'IEH] Diskrict of California FI|Iﬂg

e = gs
— Electronic Case Filing (ECF) and PACER
To retrieve
e To submit dockets
documents LOGIN & e-filed
m to the court, HERE documents
sarvals B Fer: use your ECF from the court,
o lagin & passward use your PACER
E login & password.
=7 Patlicistinn For all criminal cases filed at any time,
—'4 a7 fior all il cases opened before |'\.|T|rl| 1, 2001,
Conlents please ol ck HERE far 24CE
s Toogzt a PAZER lagin har quer es, or mor |el|_'u wikk yaur PACER
el seoodnl,
Judgz | Jlease visic tha ervioe Cenler or call (9077 676-5356,

Top 5 useful links within this site:

Logging In



Authentication

Lagin: |

Password: I

client code: |

Login | Clear |

. Enter your Log in and User Password in the appropriate data entry fields.
(Note that a client code is purely optional, and is meaningful only when
using a PACER account rather than an e-filing account because it has to

do with PACER billing only.) Then click onthe Lagin | button to transmit
the information to the system. If an error is made before you’ ve submitted
the screen, the  Clear | button allows you to clear the Log in and Password
entries so they may be re-entered.

. If an invalid combination has been submitted, the system responds with an

-

error message. Click on B‘a‘: , then re-enter your log in and password.

ac

The entry of avalid log in and password combination prompts the system to
display the Main Menu Bar .

. For those not registered as e-filers, you may use your PACER login to view
docket sheets and documents.

Once the Main Menu Bar appears, choose from alist of options.

ECF/PACER Login

Notice

Thiz 1z a Restricted Web Site for Official Court Business only. Unauthorized ertry is prohibited
and subject to prosecution under Titl2 18 of the 7.5, Code. All activiies and access attermpts ate
loggad.

Instructions

Enter wour ECF login and password for elzctrome filng capabilities. If vou do nct need filing
capabilitiez, enter ¥ our PACEE login and passward. IFyoa do not heve a PACER. login, contacs
the PACEE. Service Center to establich ar account. Tou may register online at

http:fpacer. pac uscourtz gov or call the PACER 2 ervice Center at (3104 £76-6556 or (2100
301-6440,

Anaccess fee of $.07 per page, as approved by the Judicial Conferenc e of the United Staces atits
seplember 1955 sezsion, will be asseszed tor azcess to this sermee. All inqunes will be charged to
your PACER logn that 15 kept on file. If you do not reed tling capabiites, enter your PACER
logir and pass word. The Clen: code 15 prowvided to the PACER user as ameans of trackirg
transactions by chient. Thiz code can be ug to thirty two alphanumene characters long.
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Reporks . ULiliLies

United Stotes District Lourt
e St WP
= Fraa =

Naorthern ij:sfricll of Califernie

11.8, District Court
California Northern District

Official Court Electronic Document Filing System
Use the ilems on the dack blue tool bar aboyve (o pavigate soound the systenm

For a lizt of events to choose from to describe your filing, click HERE

wrt Busmmess only, Astvety to and from ohiz ote i bagged. Tovusens fings on tha s system
FPrasedurs 11, Fwdence ofwnauronzed or cnmang aonvity will be forwardad to s
el

Note that the
date you last
logged into the
system appears

Your last login: 05-16-20073 11:09

at the bottom left of the Main Menu.

Last log in: 03-09-1998 13:52
29January1998

Y ou should review thisinformation each time you log in for security reasons.  If you believe or
suspect someoneis using your log in and password without permission, change your password
immediately, then telephone the Court’s Help Desk at 1.866.638.7829 or email ECF-

CAND @cand.uscourts.gov as soon as possible.

Civil Events Feature

This option permits the filing of documentsin a case. Note that this option will not
appear when you log in using a PACER login.

There are four basic stepsinvolved in filing a document:
(1) selecting a document type (see posting on the e-filing home page);
(2) entering the case numbers for which the document is to be filed;
(3) designating the parties filing the document; and

(4) specifying the PDF file name for the document to be filed.
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Each screen has the following two buttons:

Clear |

clears all characters entered in that particular box.

ﬂl accepts the entry just made and displays the next entry
screen, if any.

Correcting a mistake:

W ¥ A & 2 wW S A @

Dack Fonvard  Teload | lome Searzl Hetscape [rint Cecuity aop

Usethe Ei button on the Netscape toolbar to go back and correct an

entry made on a previous screen. However, once the document is
transmitted to the court, only the court can make changes or corrections.

Signatures and Affidavits of Service

Documents which must contain origina signatures or which require either
verification or an unsworn declaration under any rule or statue, shall indicate a
signature, e.g., "s/Jane Doe".

In the case of a stipulation or other document to be signed by two or more persons,
the following procedure should be used:

(&) Thefiling party or attorney shal attest that the content of the document is
acceptable to al persons required to sign the document.

(b) Thefiling party or attorney then shall file the document electronically,
indicating the signatories, e.g., “s/Jane Doe,” “s/John Doe,” etc.

©) Thefiler shall maintain records to support this concurrence for
subsequent production for the court if so ordered or for inspection upon
request by a party until one year after final resolution of the action
(including appedl, if any), pursuant to paragraph X(B) of General Order 45.
Alternatively, the filer may submit a scanned image of the signature page(s)
only as an attachment to the electronic filing.

Filing a Complaint

Y ou must file your complaint and serveit in the traditional way, on paper. After
you file your complaint, if it is assigned to ajudge who requires e-filing and if it isnot a
Socia Security appeal, a Bankruptcy appeal, and if you are not a pro se plaintiff, you will
be given an E-Filer information packet containing instructions on how to register. Y ou
must serve a copy of thisinformation on all the partiesin the case. Within ten days of
filing your complaint, you are required to send a PDF format electronic copy of the
complaint and any other documents filed with it on paper by email to an email box
specific to the chambers of the judge presiding in the case for attachment to the docket. Y ou
should not e-file your complaint, since that will result in its appearance on the docket

-13-



twice with different dates and lead to confusion.

Filing a Motion or Application

° Select Civil from the bar at the top of the Main Menu to bring up the
Civil Events window.

Click on Motions under Motions and Related Filings

A2 AND ELF - Hulzuapm

Fiz Cck Sew O3 Wirces s

a N P 5 Sa

o 4 & E R S T 11 m
L e T TT IR 1 TR T L 1L T L Biole Hlg

i A ooating [Frontesiten e dueso i govreghnd coinpl™T TAOIFEETI D00 0 =] 1 s Ricdad
L za1d ri=as E cand 2oz g els Targn E proni ~awa Mal cheg i b

Juety + Reports + utllitles

Logout
il Poernils
inttal Ileadings and §ervice ther Fmge
Soraplawts ard Ster st Tocwrsit: ADR L oouert:
BTSN TRt s mary danoe s
ALEwers be Uralainsg Hedees
SHAT AL e o Docutnonoe
Araril T e s
Mutions and Kelaed Filings: Sy Do sumcate
Llotoe:
Frm on 2o Bealie
oer Seope e T oo zits
=% |Decumznke Cooe
et | FUsnc teele. | o coion: BTG B Sordvivdte | Gy Sedeore o, BB b
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Select type of Motion

T 1AND FIF HWetsann
_k ock M Lo Wircan Lo

= s SR - T S R i
L A s 3 s T T e B Rk L ) Srrici Sla

BT Eabmeb A e Jls coey o300 A L Ay FETIIBEERDIEET.__EE -

IHilitirs

el ]
~Anahdesoaren

Aapas IrFr1aParars

Sapa

B AT T

Aaf s L AstCdian

Aapeirs Tzrarn

Sapaies S0andiz virames sl |iten =l

~IERI e |

EL I

&= Tiam :
| [ sy | g |[EEEAND-CCr - Retscare R R L]

Use the up and down arrows to the right of the white box to find the type of motion

or application to befiled, and click oniit.

To select multiple motions, press and hold down the Ctrl key, and click on

the appropriate forms of relief sought.

o Scroll down and click on SUBMIT

o Enter the case number.
Motions

Case Number

|PD— 1878 90123435, 199 0v-12345 or 1.000v-12345

SUBMIT | Clear |

If the number is entered incorrectly, click Lar! to re-enter.

or
If the computer prompts that you entered an invalid case number,

click on ‘é- to re-enter.
Back
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o When the case number is correct, click on ~ SUBKMIT | )

° Recheck whether the case number is correct. If it isincorrect, click
on Baick to re-enter the case number.

° If it is correct, scroll down to the bottom part of the screen and click
on SLBMIT

° The next screen prompts you to select or add the name of the party

for whom you are filing the motion:

F TANDTET - Mmlecmpo

T

B . - -

S R D S TR R S N
BB, Gasad fed  dwe bwd bowue Th. Baau G

FORE Ee mbr e Lo [t s umn, aeraale b B T AL LW B AR
i w0 owesn CGkear Doed I oeednend B omiwnn 0o ifiee Dopwe [ Geedve B - i

UldiLirs . Lutpul

Motions

Sl el £ Awie w Alweka S R ne s Kelked thi Al
Selert e Farte
NN TN A EXTH] B ot ieate em Py
= -
1 14|
Hur 5
Hhi: wa e el Al ]
Frrcoc. < oInz pry dH|
Tz =ulzng v, |2lwer]
I |

TLEME | e

e e -

v T LEICA A I e vaia | [Famens 0 Pice miade | B Esaem ai 4 R »

Click on the down arrow to the right of the box to scroll through the
list. If the name you're looking for appears, click onit.

If the name does not appear, click on Add/create new party.

The party may exist in the database even if not yet linked to the case.

EECF Ciil  «  Query

Yearch for a party

Lax/Busiouss nane I
Seany | Clear |

Typethefirst letters for acompany name or, for an individual, the first
letter of the party’ slast name. The search IS case sensitive.

Clickon = Eearch | )

The computer displays alist of party names in the alphabet range
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selected.

If the name of the party appears, select it.

Scroll down using the arrow in the lower right of the screen.
Click on the white box beneath Select Party'srolein thisfiling
and click on the correct role.

Clickon = SUBMIT |
SECF

Search for a party

Civil » Query *

LastBusiness name II

Search | Clearl

Party search results

Mad Dog,

Mcdcnne | Douclas Zorporat on,
Microscht Inz,

hoose, Bulbwinkle

Moase, Bulbwinkle

Ml i,

Selact name frorr list |

B

|

Creatz new pzry

1w Inthmmatinn

-
[ me [

[50 Pty teran iz ;=]

S bmik I Canze| Coear

If the party's nameis not on the list, click on

Lawiname [ Firvlname
Mle manee |0 Ceneraien
88 [ miiblEms Tax [
otke | dddmerl
AWess? [ Akesd
cie Shale
Countr I—;I Ceunmy
I"hoime: I_ Ly
E-rail |
Erie [w 7] Rule
Farty et |

Create New Party J

Enter the information requested.
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FPartv Informarion

Sharon Od Hardy
Office  [zoriv ang gozav Address 1 [123 pzac strcet
Adlresa 2 | Adirvss 3 I

City [=.x. State Ica'. Zp  |we1-z
Coouty |3='|n Tlaccitco | Comubyr I
Phome [415 obb-abss Fax I-‘:la LYyt 4 44

l-mail |ZZa.1::l';=ﬂ.a: L.eon
ProSe [0 7| Role [3+dPsy Dafsnza-t Cddtpryi  x)
Tarty tert |

tul:m|1| Usncell L'Iearl

At the bottom of the screen, click on =~ SLIEMIT | .

The next screen prompts you to select the PDF filename of the document

being filed.

Thefile MUST bein a PDF format with a .PDF suffix. If not, it will not

be readable by the system.

If an attempt is made to upload a non-PDF file, or make a standard docket
entry without also submitting a document, an error message will appear.

HECAHD-COT - Hedscape

Bz BV e Gu o Bz
-

2 w A 4 & W F 8 #
Dzck Fepeard  Teload lenme Seack  Hebizsos i Cealy i
T B Dok & arser: ezt candusceun gocccrbiwlog M7 1 FIE10201L 1T 0 | ) P e

Bl irieret 725 lone e D rerewren B coedresan |8 owad i B amn WAl @ etk e

30 e TRTS Hamay o Ak A G e, “rne el

Zrlzet the palf du surmsoe G mang e 12\ 3CT 21 pdf.
Filename

[l Lrawrse. . I

Adlzchmenls b Thesne sz & W 0 Ty

L R

=3 e ke
F EIP [ [ e s | B Costanbaiet - s | [ M FE Horsea [PRIEGD 3120
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To submit a PDF document:
Enter the full path name of the document to be filed in the space provided;

or,

Click onthe _Browse.. | button to navigate to the appropriate directory and
file to select the document. Two very important points must be noted here:

If the path name for the file is manually entered, be sure to include
the drive name, if applicable, and the full directory path (e.g.
c:\docs\answr.PDF).

To usethe _Browse.. | option, use the mouse to select the directory
in which the PDF version of the fileislocated.

Lok j | =3 PF Files =] =y

File narme: ITen_l,lm Open I

Filos of bupe: IIITML [iles =] Canosl |
4

Change the Files of type from

Select the file to be uploaded.

(Highly Recommended: To verify that the document being filed is
the correct document, after thefile is selected, right click on thefile
name to bring up a quick menu and left click on open. The .pdf
document will open and can be viewed to verify that it is the correct
document.)

° If there are no attachments to the pleading, click on ~ SLEMIT | :
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Attachments to Documents
All documents which form part of a pleading and which are being filed at the same
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time and by the same party should be electronically filed together under one docket
number, as prescribed by the Local Rules.

° If there is an attachment to the motion (e.g. an exhibit, appendix,
proposed order, etc.):

o Click Yes.
A Click  SUBMIT

An additional screen isdisplayed (all exhibits must be attached to the
motion, application or document being filed) which allows you to attach
one or more documents:
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et wawe we enwee attachiments .
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crapl o ik e ks S o e

g s il
=l Ao rar Livl

kaA =i

ligk | |Z i T

st | T b e | i | B P [[FECennece w- T T

. At the prompt: Enter the PDF filename of the document you are
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When

filing, click on _Brawse.. | to search for the document.

. Under Type of Attachment click on the arrow and click on the type
of attachment.

——

Appendix
Errata

Exhihit

Index
Pleading
Revision
Schedule
Supplement
Yolume(s)
Cert Mail Rcpt

. To describe the attachment more fully, click in the Description box
and type in the description.

. Clickon = adgdtaList |-

. If there are additional attachments, repeat this sequence for each
one.

. After adding al .pdf documents for attachments, click on

SUBMIT | :

attachments and exhibits are in paper format

When attachments and exhibits are being filed in paper format, a one page
pdf document titled Notice Regarding Exhibit Attachment must be
attached to the pleading in the electronic case file so that there will be a
notation on the docket sheet that exhibits are being held in the clerk’ s office

in paper. (Please see sample on the next page; there is also an interactive
copy on e-filing home page).

If attachments and exhibits are filed in paper format, copies must be served
on all partiesin the case in the traditional manner.
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SAMPLE FORMAT

(You can find a copy of this example form
on the e-filing homepage)

IN THE UNITED STATESDISTRICT COURT FOR THE
NORTHERN DISTRICT OF CALIFORNIA
DIVISION

Plaintiff(s),

VS. Case No.

N N N N N N N N N

Defendant(s).

NOTICE REGARDING EXHIBIT ATTACHMENT

Exhibit which is an attachment to

isin paper form only and is being maintained in the case file in the Clerk’ s office.

Reason for manual filing:

Attorney for (Plaintiff or Defendant)
Address:

Date:
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Related Documents

* If your document refers to an existing document in the case, click on the box

1IPEY + ERANETS + 1tilities + 1nfnnk ¥ '_ F

Motions

2000018732 Hardy v alaska A Grous, Inc. o =2

r ’_"a thiz Al-rg r272te anoewizs-g doesems - g cass (s, el =% an i e

2oL Wk el yow i = douleloe 1o mwwesizz sporse, vou vall 2e procigpled G subszque, a =z oo ils eliaed
rarsa Therefaon, do catekok an thia e b reraskshoa e Tatenshos B the et o g = ansmrere

Sk SRIT I .".IFH'I

to the left of Doesthisfiling refer to an existing document in this case?

If the document being filed refers to an existing document in the case, two
additional screens are displayed:

* On this screen select the type(s) of existing document(s) to which the one
currently being filed relates:
Scroll through the list of document types, and click on the one that

applies.

To specify more than one existing document type, press and hold
down the Ctrl key on your keyboard as you click on the additional

acl
A Swar
agpeal
rran
discow
hiecring
e
IhECCs
rmaiar
nct ce
i r
rezamm
resat
SErCE
triza

iy =]
SUSPAIT |

ones.

Scroll downand click on = SUBKIT |

° On this screen, select the specific existing documents to which the one
currently being filed relates:
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File a Motion 4-97-01447 -S0W Muoghalu v. Trinibty Lutheran Hospiltal

Include  Drate % Docket Text

r IEf1397 2 TenH Wlotizn ba dismiss -ase sgeestios inoeppesizior ches by 125800935 fied by
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Treress (puectl, wdies

r L F197 4 Tuemesney Wootios fo s masie to Rle cwanimse 60w fe oftacas | enth Metioan
Lon a=eosdsrabon Zelaed Sou m=nt (s 2], | A ) e by Gonswe o], Slewen ol
Zrigwold Law Fam, B O onbshalf of Mucohzly, Theresa [Criewold, Savan)

B L2187 5 Sepplemencal Bl tio - for attomes fers | inal Tosior for re-ons cle atio - (relate
dovmoent(sy] 2 S Wed Ty D cld, Sleven ol Chaswsold Law Foon, B2 ou
kzhzlf of hfucohale, Thereca (Attachmenes: # (1 Fleadne 3 etrotarcus i
s EetTsweld, Steven;

I Tl Blocon o dissese vess suuaesliens rooperosihon doe Ty TLITHEE Wed v pu=sl 1
wedme of United Stazze Diskoct Tours on bekal” of Thity Lusaeszn
Horpizal enest], wrime)

r Taldlsde 8 Dlocon o dwinse cess suuesliens vooopeosibon doe Ty TLITHEE Wed by puzel 1
wrdtne of Ureted Stazze Distret Tours on kebal™ of “haity Lutaessn
Hocpizal zuest], wrime)

I N1127549E 71 Awmended Bdoaor Lo dbsanse ceos= beerise iy o poack e i s slons o)
coposibon fue by UE71558 filad by paest], wdmo of Tobsd States Distriot
Zous on ehal” of Muzghala, “heresa (ousstl, wdmes?

. Scroll through the list and click on the box to the left of each pre-

existing document to which the current document relates.

down and click on M )

Refining the description of the document:

|

Alias

Arnended

Consent
Counter
Cross

Emergency
Ex Parte

Interim
Joint

Proposed
Cluarterly

Reply

Supplernental
Third Party

Click on the drop-down list and select the correct modifier, if necessary.

Scroll

Click on the white box to the right and type in any additional description, if

appropriate.

Continue to click on the blank boxes to add modifiers and descriptions of
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additional motiong/applications, if the document contains more than one.

Juery

Motons

T L RTRHwdy v ek A e g T

Ihmcke:] Dl Mndiby sas Bqpoguiabe,

=] BTNt Ararmd A oo e |

Ut Hardy . {Astachavents: # (1) Exchibic) (Mancoza, Jodrm)

HUKMI Lt |

har Kharnm

° Clickon = SUBMIT |

o Givefinal approval to the entry by following instructions on the screen.
B T T T e T e ek - p EA: IR B B { B
- L el T e L L s ek
Slem NES T e s Ak Al draeaJie sl
"::.-:::II:::;JI'::;J:::I.'Lm:ml'l.'wa.--\-I by Yhuwrun iiHuely . 1A iuchmenia: ol
Hoaviliila] ¥ sz, s nfany
ammn:im!!I\\e.sdudm SLT.Eflsﬂ'I boteaw on this sercen :.ummi'.s Qi tramachiaw, T e il
1 e o
° To modify aprevious screen, click on | Bask  at the top of the Netscape
screen to find the screen to be modified.
o When you arrive at the Final Approval screen, if the entry is correct, scroll
down and click on &
[

To abort the entry, click on Civil to restart.

After final approval is given, the next screen displays the Notice of Electronic Filing.

This screen gives you confirmation that the system has received the entry,
and the document is now an officia court document. It also tells you the
date and time your transaction was received by the court, and the number
assigned to the document. For future reference, please note this number on
the PDF document file. Scroll down to view the entire receipt.
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Motions
F0erw-019TR Hardy v Al=zaba & Grreny, Tre ot al

Zrwace of Zeclrenac Filin

Th= faleeming —ranzachaa wes vece e fraz Blancuzo, Todn: o2 2772000 ab L0015 A3 CET
C'ase [ anwe: lavey vy Alazka S Cresp, Inz, =t 2l
Case Mumber: SCoce- 1570

Docwwent Smuher: 5

Docleet Text:
el SIOTTON L Aaendlermenl by Samen. U dardy. (s Jooen. . #0010 Bidubo i on_use, efca)

Th= f2lurring dociments) are asswclassd wth this zazsacdos:

Diocuroent de zeription: Elzin Dz ovmenr
Orapinal Ddwerain: 2UECE e Jucpemne: | FDE

(partial screen)

= 1
° To print out the receipt, click - Firt | on the Netscape Toolbar.
o To savethereceipt, click on File at the top of the Netscape screen, and

select Save Frame As...

If parties are not receiving notice electronicaly, it is your responsibility to serve them with
hard copies of al documents and attachments at the address listed under “Notice will not
be electronically mailed to:” (See“ Service of Documents’, below). To find out in
advance of the completion of your filing if there are parties in the case who will require
paper service, use the Reports menu item, “Email Info for a Case”.

Submitting a Proposed Order

Proposed orders should be e-filed in PDF format. They should be attached
to pleadings which they accompany, such as stipulations or motions.
Proposed orders must also be e-mailed to the court, using the email address
for the judge' s chambersin your particular case. Each chambers hasits own
proposed order mailbox, al of the same form: the judge’ sinitials followed
by “po@cand.uscourts.gov”, e.g., “VRWpo@cand.uscourts.gov”. The copy
of the proposed order which is e-mailed to the court must be in aword-
processing format that can more readily be edited. The e-mailed copy not in
PDF may bein any of the following formats:

1) WordPerfect 6.1 or higher;
2) Microsoft Word 95 or higher;
3) plain ASCII text.

If the emailed copy isin ASCII text format, then it should contain only the text of the
proposed order - don’t try to preserve the pleading paper or other formatting.

Filing Proposed Documents
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If the document you wish to file requires leave of court, such as an amended
complaint or a document to be filed out of time, the proposed document
shall be attached as an exhibit to the motion. If your motion is granted, the
order will direct you to electronically file your document with the court.

Filing Other Types of Documents

To file adocument other than a motion or application, make the appropriate
selection from the appropriate menu. The screens that follow will be very
similar to those described above for filing a motion.

Service of Documents
E-Mail Notification When Documents ar e Filed

Attorneys associated with ECF cases will be automatically notified by e-mail and
receive the Notice of Electronic Filing when a document isfiled in those ECF
cases, provided they have an Internet e-mail address. This notice shall constitute
service of the document for which the notice was generated, pursuant to Loca Rule
5-4 and General Order 45.

If you wish to be notified of activity in other ECF cases to which you are not a party,
select Maintain Your Account, then E-mail I nfo, from the Utilities Menu.

Fill in the appropriate blanks, return to the primary account maintenance screen, and
press Submit. The next screen will show the options you have selected.

Y ou will be notified of any activity in the cases you requested.

You can also set up additional parties to receive notification in cases. This might be
useful to notify secretaries, paralegals or docket clerks of activity taking place in
current cases.

Service on Parties Not Registered for Electronic Notice

A paper copy of the electronically filed pleading or other document shall be served
on any partiesin the case who are not designated or able to receive electronic
notice. If such service of apaper copy isto be made, it shall be done in the manner
provided in the Federal Rules of Civil Procedures and the Local Rules. NOTE: If
service of a paper copy isto be made, print the PDF version you filed
electronically and servethat. Otherwise, line numbersand other formatting
may not match the official, filed version of your document.
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Displaying a Docket Sheet

Click on Reports.

+  Ouery . Reports Utilities . Logout
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b Click on Docket Shest.

o Enter the case number.
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* Specify whether the entries should be displayed in ascending or
descending document number order by clicking in the appropriate
circle.

° Specify whether the entries should be displayed by filing date or
entry date by clicking in the appropriate circle.
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* Click on Include Receipts to view the Notice of Electronic Filing
for each document. (Only available on documents filed after
10/15/99)

. Hun F i
o Scroll down and click on __funbipon| .

The computer displays the docket sheet.
Y ou may scroll through by using the up and down arrows on the bar to the
right of the list.

If you want to view an actual document described on the docket sheet, click
on the document number.

If you want to view the Notice of Electronic Filing, click on the gray dot next
to the document number. (not shown in graphic)

=4
Y ou may print out the document by clicking - Frint on the Netscape
Toolbar.
To return to the docket shest, click on = Back
Filing Date * Docliet Toxt
IO RO | 1 CCME_ATT for Brpaeh oF Comergas sgaicet Computers B TR Biled b Blicsoroft =o (Z2ra,
Bud) (Erzzd O1E2472001)
J1Esm00 2 STRIWOONE B -turned Ferowed, be Blicasaft "on Clamzcters BTTE aerond s WEUEI0 amewenr
doe 02/ 1AECE 1 (T torney, Sud) (Batered: 31725723273
J1Esm00 3 ANIRWER to Complaink be Dompate-s =2 T75 (b Y (Feoee-ds 010030010
=
Y ou may print out the docket sheet by clicking - Frint — on the Netscape
Toolbar.

Displaying Other Reports
To view areport other than a docket sheet, make the appropriate selection from the

Reports Menu. The screens that follow are very similar to those described above
for viewing a docket sheet.
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Troubleshooting

If you cannot log in to the system, or experience some other problem
in using it, please call the Court’s Help Desk at 1.866.638.7829. The
FAQ (“Frequently Asked Questions”) postings on the e-filing web site
are aresource which you are encouraged to consult. The solutions to
the problems which are most often encountered by users new to the
system can be found in the FAQ postings.

Technical Failures

The Clerk shall deem the public ECF Web site to be subject to atechnical failure on
agiven day if the siteis unable to accept filings continuoudly or intermittently over
the course of any period of time greater than one hour after 12:00 noon that day, in
which case filings due that day which were not filed due solely to such technical
failures shall become due the next business day. Such delayed filings shall be
rejected unless accompanied by a declaration or affidavit attesting to thefiling
person’s failed attempts to file electronically at least two times after 12:00 p.m.
separated by at least one hour on each day of delay due to such technica failure. If
you have questions about ECF, please call our Help Desk at 1.866.638.7829.
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